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Progress Reports to the Scheduling Office 
Where the detai led time schedules c a l l for work to be completed on 
a particular date , an oral report from the assigned engineer to the scheduling 
o f f i c e w i l l usual ly be s u f f i c i e n t . I f a s tep i s not to be completed according 
to schedule, however, the responsible person should report t h i s in writ ing to 
the scheduling o f f i ce as soon as the delay has become apparent and certa inly 
by the date the report was due, giving the reason for the delay and the t ine 
when i t i s expected that the step w i l l be completed. I f he knows of any 
e f f e c t that t h i s w i l l have on other work, he should indicate this a l s o . 
All wri t ten reports on progress should show c lear ly the job and 
the step being reported on, and forecast the l ikel ihood of meeting the r e -
mainder of the schedule as es tabl i shed . 
Certain Jobs w i l l be scheduled in such a way that some steps may be 
more than two or three weeks apart. The scheduling o f f i ce may then wish to 
have an interim reporting date at which time the person responsible for the 
job should estimate whether he i s then on schedule or not and whether he i s 
l i k e l y to meet the next scheduled date . 
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